


17.06

17.07

17.08

17.09

17.10

17.11

17.12

Record Title

Official Bonds and Oaths. These records comprise copies of official
bonds and oaths required of municipal officials and other personnel
under Title 11 of the Code of Alabama 1975. They include oaths of
office, power of attorney statements, insurance policies, and other surety
bonds. Original bonds and oaths are filed at the county probate office.

Routine Correspondence. This type of correspondence documents the
daily conduct of the municipality’s affairs in its relations with local
citizens and businesses, other governmental agencies, and the general
public. It relates to everyday matters (such as answering inquiries,
providing information, or performing mandated services) rather than to
policy development or issues of long-term administrative impact.

Legal Case Files. These records document lawsuits filed by or against
the municipal government.

Complaint Files/Unlitigated Claims for Damages. These records
document damage claims against the municipality that are resolved
without litigation.

Mailing Lists. These records include various standard lists of names
and addresses used by municipal personnel.

Mail, Telephone, and Fax Machine Logs. These records are lists of
mail, telephone and fax machine contacts and related data.

Calendars. These records include desk calendars and other scheduling
devices for municipal personnel.
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Disposition

Retain 2 years
following audit.

Retain 3 years.

Retain 6 years
after the case is
closed.

Retain 2 years
after settlement
or denial of
complaint or
claim (Code of
Alabama 11-47-
23).

Retain for useful
life.

Retain for useful
life.

Retain 1 year.



17.13 Records Management Documentation

17.14

17.15

a. Records documenting implementation of the municipality’s
approved RDA. These records include records management
plans, records inventories, finding aids, and destruction notices.

b. Copy of approved RDA. The RDA provides legal guidelines
for the disposition of municipal records. The municipal clerk
should maintain a signed copy of the RDA and distribute copies
to other agencies as needed.

c. Local government records deposit agreements. These
records are formal agreements executed by the municipality so
that a local records repository (library, archives, or historical
society) may accept physical custody of long-term records. They
include inventories of records in the repository. (Note: Deposit
agreements must be approved by the Local Government Records
Commission. For information, contact ADAH.)

d. Records request forms. A municipality may ask visitors
wishing to examine records to complete an identification form
before providing access. Information in such forms may include
visitor’s name and contact information, date and time of request,
records requested, reason for request, and staff comments.

Computer Systems Documentation. These files include hardware and
software manuals, diskettes, metadata lists, nd warranties.

Disposition: Retain former system documentation 2 years after the
audit period in which the former hardware and software no longer exist
anywhere in the agency and all permanent records have been migrated
to the new system.

Websites and Social Media Sites. Municipalities develop web and
social media sites for responding to public inquiries and providing
information on municipal affairs. Material on the site may include:
information on the municipality’s location, population, demography;
organization and officials; economic, cultural, and educational resour-
ces; and other information describing the town or city’s “way of life.”

49

RDA Revision
102015

Retain 2 years
following audit.

Retain 2 years
after the audit
period in which
the RDA was
superseded.

Retain 10 years
after termination

of the
agreement.

Retain 2 years
following audit
or until any
resulting litiga-
tion is conclu-
ded.

PERMANENT
Preserve a com-
plete copy of the
web or social
media site annu-
ally, or as often
as significant
changes are
made.



RDA Revision

10/2015
No.  Record Title Disposition
17.16 Geographic Information System (GIS) Records. These records

consist of geospatial data that describes particular locations, areas, or

geographic features within the municipality. GIS systems may be used

for a variety of purposes, such as planning and zoning, construction

projects, or emergency response. Although records may be continually

updated, the system itself is maintained as a perpetual data file.

a. Datasets (e.g.: base datasets, such as ground and water features,

used to compile other layers of primary focus; datasets of build-
ings, structures, and businesses; census datasets; communication
or emergency dispatch datasets; engineering, environmental,
stormwater and flooding datasets, etc.; datasets for output docu-
ments, such as maps and aerial photographs.

Disposition: Retain until superseded.

Note: Output documents (such as maps and aerial photographs)
may have separate dispositions in other sections of this RDA.

b. GIS system and metadata documentation. These files include
hardware and software manuals, metadata lists, and warranties.
Disposition: Retain former system documentation 2 years after
the audit period in which the former hardware, software, or
datasets no longer exist anywhere in the agency and all perma-
nent records have been migrated to the new system.

c. Historical snapshots. These records are annual snapshots of
the entire GIS system.

Disposition: PERMANENT. Preserve a complete copy of the
system annually, or as often as significant changes are made to
layers or datasets.

17.17 Master Address Files and Address Change Information. These

records include geographic information—primarily street and road

names and locations—on all residential and business addresses covered

by the municipal GIS system. They also include additions or cor-

rections of names, street addresses, telephone numbers, or other

information on residences and businesses. Disposition is as follows:

a. Master address files Retain 1 year
after information
has been
superseded.
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No.  Record Title

17.17 b. Address change information

18. Administering Internal Operations—Managing Finances

No.  Record Title

18.01 Budgeting Records. These records document preparing a budget
request package and reporting the status of funds, requesting amend-
ments of allotments, and reporting program performance.

a. Departmental budget estimates and requests. These records
contain information submitted by municipal departments during
budget preparation.

b. Approved annual budgets. These records are the final

municipal budgets approved by the council. Usually, they take
the form of ordinances.

c. Records documenting budget performance during the
budget cycle (budgeted and actual revenue reports, investment
reports, expenditure reports, encumbrance reports, etc.)

d. Annual financial reports. At the end of the fiscal year, a
summary statement of municipal finances may be included in
council minutes and published in the local newspaper.

18.02 Audit Reports. These records document the municipality’s overall
financial condition, and the findings of its independent auditor during
each audit period.
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Disposition

Retain 1 year
after master file
has been updated
and verified.

Disposition

Retain 2 years
following audit.

PERMANENT
If copy of budget
is included with
minutes, retain
additional copies

for useful life.

Retain 2 years
following audit.

PERMANENT
If a copy of the
report is included
with the minutes,
retain additional
copies for useful
life.

PERMANENT



No. Record Title

18.03 Accounting Records

a. Routine accounting records. These are records of original
entry or other routine accounting transactions, including jour-
nals, registers, ledgers, receipts, invoices for services, bank
statements, deposit slips, canceled checks, and other supporting
documentation.

Records Management Recommendation: It is recommended that
returned checks, or other records documenting the municipa-
lity’s efforts to collect unpaid fees or service charges, be retained
for 5 years or until the settlement of all claims due. The Code of
Alabama 1975, Section 6-2-35, sets 5 years as the statute of
limitations for collecting “amounts claimed for licenses, fran-
chise taxes, or other taxes.”

Note: Disposition for grant-related accounting records is
provided under RDA item 18.08.

b. General Ledgers and detailed year-end trial balances. These
are records of final entry for all financial transactions: collecting
revenue (taxing and licensing), purchasing, investing, admini-
stering state and federal funds, and general accounting.

Records created prior to 1975

Records created in or after 1975

18.04 Purchasing Records. These records document the requisitioning and
purchasing of supplies and equipment, receipting and invoicing for
goods, and authorizing payment for products.

Note: Disposition for grant-related purchasing records is provided under

RDA item 19.08.
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Disposition

Retain 2 years
following audit.

PERMANENT

Retain 10 years
after the end of
the fiscal year in
which the record
was_created.

Retain 2 years
following audit.



18.05

18.06

Record Title

Contracts, Leases, Franchises, and Agreements. These records
document the negotiation, fulfillment, and termination of all contracts,
leases, franchises, and agreements entered into by the municipality,
including final contracts that are subject to the bid process.

Records of Formal Bids. These records document the municipal bid
process, which is subject to the requirements of Title 41, Section 16 of
the Code of Alabama.

Records documenting bids on products or services obtained
by the municipality. These records include municipal re-
quests for bid proposals, successful and unsuccessful bids by
product or service vendors, and related correspondence.

Lists of eligible bidders. Municipalities may compile lists of
persons or businesses who have filed requests to be notified of
bids on projects, products, or services required by the municipa-
lity.

Note: Requests from bidders to be included on the list may be
treated as Routine Correspondence (RDA item 17.07).

Correspondence with vendors slated for removal from the
list of eligible bidders. Under Section 41-16-54(a) of the Code
of Alabama, any listed bidder who fails to respond after re-
ceiving three solicitations for bids may be stricken from the
eligible list. This correspondence documents the municipality’s
efforts to warn unresponsive vendors that they will be dropped
from the list unless they ask to remain eligible. It includes forms
or letters sent out by the municipality and any responses from
the vendors.
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Disposition

Retain 10 years
after expiration of
the contract
(Code of Ala-
bama 1975,
Section 6-2-33).

Retain 7 years
after the date bids
were opened
(Code of
Alabama 1975,
Section 41-16-62

24(e).

Retain 3 years
after last contact
with listed
vendors.

Retain 2 years
after the audit
period in which
the bidder is
removed from
the list.



18.07

18.08

18.09

Record Title

Vendor Verifications of Employees’ Legal Immigration Status.
These records document enforcement of Section 9 of Act 2011-535 of
the Alabama legislature, commonly known as the Immigration Act.
They consist of affidavits and/or E-Verify Memoranda of Understanding
(MOUs) stipulating that active or prospective vendors do not knowingly
employ illegal immigrants.

Grant Project Files. These records document the municipality’s appli-
cation for and conduct of grant projects funded by local, state, federal,
or private sources. Disposition is as follows:

a. Financial reports, interim narrative reports, and correspon-
dence. These records include financial reports, interim narrative
reports, background materials, and other non-financial sup-
porting documentation for grants awarded. Also included are
records relating to unsuccessful grant applications.

b. Subsidiary financial records. These records include account-
ing or purchasing records and any other subsidiary financial
documentation of federal grants, excluding financial reports.
(See federal Rule 1354.)

c. Final narrative report. Final narrative reports are submitted
according to the requirements of the funding agency. They sum-
marize the goals of the grant, how the money was used, and
what was accomplished.

d. Revenue sharing files. These records were formerly created to
document financial activities related to the defunct federal reve-
nue sharing program.

e. Comprehensive Employment and Training Act (CETA)
Files. These records were formerly created to document admini-
stration of a federal program to provide job training and employ-
ment opportunities.

Investment Reports. These records provide summary documentation
of the municipality’s financial investments.
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Disposition

Retain 3 years
after last contact
with vendor.

Retain 6 years

after submission
of final financial
report or denial of
application.

Retain 3 years
after submission
of final financial
report.

PERMANENT

Destroy.

Destroy.

Retain 2 years
following audit.



18.10

Record Title

Travel Records. These records document requests by municipal
personnel for authorization to travel on official business, and related
materials such as travel reimbursement, forms and itineraries.

RDA Revision
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Disposition

Retain 2 years
following audit.

19. Administering Internal Operations—Managing Human Resources

No.

19.01

19.02

19.03

19.04

19.05

Record Title

Personnel Board Meeting/Hearing Minutes, Agendas, and Packets

Personnel Hearing Files. These records document various types of
hearings held by the municipal personnel board, such as demotion hear-
ings, hardship rules hearings, grievance hearings, dismissal appeals,
discrimination appeals, layoff appeals, and citizen complaints.

Employee Handbooks. These records provide guidance to new
employees about personnel rules and other policies and procedures.

Employee Newsletters. These records are internal newsletters created
for municipal government employees to communicate personnel poli-
cies, news of important events, and information on individual employ-
ees.

Job Classification and Pay Plans. These records document the
various job classifications used by the municipality. They include the
qualifications, duties, and pay range for each municipal position. The
required retention depends on whether the municipality has a separate
personnel department:

a. Personnel department copy (or copies held by individual
municipal departments if there is no personnel department)

b. Copies held by other municipal departments (if municipality
has a personnel department)

55

Disposition

PERMANENT

Retain 6 years
after board’s
decision and set-
tlement of all
appeals.

PERMANENT

PERMANENT

PERMANENT

Retain 4 years
after position is
reclassified.



19.06

19.07

19.08

19.09

Record Title

Examination Records. These records document the development of
and administration of examinations for employment in municipal
positions.

a. Examination history files. These files document the develop-
ment of employment examinations. They include questionnaires,
comparison studies, final copies of examinations, and job
announcements.

b. Examination administrative files. These records document the
administration of examinations to applicants for municipal posi-
tions. They include rating forms, answer sheets, and lists of
applicants.

c. Typing tests. These records document typing tests given to
potential job applicants before accepting their applications for
employment. They may include printouts showing the tests
taken, with errors; summaries of results; demonstration forms
used by the staff; and sign-in sheets.

Certification Records. These records document the process of em-
ployee certification. They pertain to individuals deemed qualified for
municipal positions after submitting an application and taking an
employment examination.

a. Employment registers. These records are lists of individuals
declared qualified for certain municipal positions. They include
the job classification, names of eligible applicants, and their
ranking on the list.

b. Employee certification files. These records document the
certification process with individual job applicants. They
include questionnaires, training and experience records, grades,
notifications, and returned postcards and letters.

Job Recruitment Materials. These records document efforts by the
municipality to advertise positions and attract qualified personnel.

Employment Applications. These records document applications by
individuals for employment in municipal positions.
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Disposition

Retain 1 year
after examination
is no longer in
use.

Retain 3 years.

Retain | year.

Retain 1 year
after superseded.

Retain 3 years.

Retain 2 years
following audit.



19.09

19.10

19.11

19.12

Record Title
a. Successful applications
b. Unsuccessful applications (received in response to specific

job announcements)

c. Supplemental data forms. Information on these forms includes
the job applicant’s name, Social Security number, date of birth,
race, gender, and recruitment source. The form may be sepa-
rated and filed separately from other information on the employ-
ment application.

d. I-9 forms. These federal forms are used to verify that persons
seeking employment are eligible to work in the United States.
Disposition of the employing agency’s copy is provided by 8
CFR 274a.2.

Equal Employment Opportunity Commission Files. These records
document the municipality’s compliance with hiring regulations estab-
lished by the federal Equal Employment Opportunity Commission.
Note: “Whenever a charge of discrimination has been filed, or an action
brought by the Attorney General-{retain] until final disposition of the
charge or action” (29 CFR 1602.31, 1602.20).

Employee Personnel Files. These records document each municipal
employee’s work history; they are generally maintained as case files. A
file may include information on an employee’s training, performance
evaluations, disciplinary actions, promotions and demotions, awards,
leave, and salary.

Employee Work Schedules. These records document the daily and
weekly work schedules of all municipal employees.
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Disposition

Retain in
employee per-
sonnel file.

Retain 3 years.

Retain 6 years
after employee
separation or 3
years after an
unsuccessful
application.

Retain 3 years
after employment
or | year after
termination,
whichever is
longer.

Retain 3 years.

Retain 6 years
after separation of
employee.

Retain 2 years
following audit.



19.13

19.14

19.15

Record Title

Annual Reports of Promotions and New Hires. These records
summarize overall municipal personnel activity and turnover during the
year. They may also include reports of employee retirements, resigna-
tions, and terminations.

Leave and Attendance Records. These records document the atten-
dance and leave status of municipal personnel, both generally and for
individual employees.

a. Individual employee leave and attendance records (including
time sheets). These are records documenting hours worked,
leave eamed, and leave taken by individual employees.

b. Employee cumulative leave/attendance records. These
records document the final leave status (cumulative leave) of
individual employees.

c. Employee sick leave donation records. These records docu-
ment the donation of sick leave to their colleagues by municipal
employees.

Payroll Records. These records document municipal payrolls, as well
as pay status and payroll deductions for individual employees.
Disposition is as follows:

a. Annual payroll earnings reports/records documenting pay-
roll deductions for tax purposes (wage and tax statements).
These are summaries of employees’ earnings during a fiscal
year, including all deductions and federal Form 941.

b. Records documenting municipal payrolls. These records
include pre-payroll reports, payroll check registers, payroll
action forms, payroll/overtime certification reports, etc.

c. Records documenting payroll deduction authorizations.
These records document payroll deductions for taxes (including
W-4 forms), retirement and insurance contributions, and all
other deductions withheld from the pay of individual employees.
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Disposition

PERMANENT

Retain 2 years
following audit.

Retain 6 years
after separation of
employee.

Retain 2 years
following audit.

Retain 50 years
after the end of
the tax year in
which the records
were created.

Retain 2 years
following audit.

Retain 6 years
after separation of
employee.
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No. Record Title Disposition
19.15 d. Records documenting payroll deductions. These records Retain 2 years

document taxes (including W-2 forms), retirement contributions, following audit.
and all other deductions withheld from the pay of individual
employees.

e. Employee “Cafeteria Plan” (Flexible Benefits) Records.
These records document salary-reduction type plans authorized
by the U.S. Internal Revenue Service, Section 125.

General information about the plan Retain until
superseded.

Employee applications, correspondence, enroliment Retain 6 years
cards and files after termination
of the plan.

19.16 Employee Insurance Program Enrollment and Claims Files. These
files document the municipality’s efforts to assist employees and their
dependents to enroll in health/life insurance programs, in accordance
with established guidelines.

a. General information on the program Retain until
superseded
b. Employee applications, correspondence, and enrollment Retain 4 years
cards and files after program

termination or
employee sepa-
ration.

c. Employee claims files Retain 2 years
after the audit
period in which
the claim was
filed.

19.17 “Drug-Free Workplace” Records. These records document municipal
substance abuse policies and programs, as well as drug and alcohol
testing of municipal employees. Under the federal Americans With
Disabilities Act, such medical-related records may not be included in
Employee Personnel Files. Disposition:
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19.17

19.18

19.19

19.20

19.21

Record Title
a. Drug/alcohol abuse policy and procedures documentation
b. Positive employee drug or alcohol test results, documenta-

tion of employee refusals to take tests, documentation of em-
ployee referrals and treatment in substance abuse programs,
copies of municipality’s annual MIS reports submitted to

FTA

c. Records related to the collection process and employee
training

d. Negative employee drug or alcohol test results

Workmen’s Compensation Insurance Claim Files. These files docu-
ment all claims pertaining to work-related injuries or diseases made by
municipal employees. (See Code of Alabama 1975, Section 25-5-4.)

Unemployment Compensation Files. These files provide documen-
tation related to employee claims for unemployment compensation.

Employee Assistance Program Files. These are administrative records
documenting the referral of employees to various assistance programs
and subsequent services provided.

Family Medical Leave Act (FMLA) Records. These records docu-
ment administration of the federal Family Medical Leave program,
including leave taken, premium payments, employer notices, and
correspondence.
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Dispeosition

Retain 4 years
after policy is
superseded.

Retain 5 years

Retain 2 years

Retain | year.

Retain 12 years
and after the end
of the fiscal year
in which the
transaction
occurred.

Retain 2 years
following audit.

Retain 2 years
following audit.

Retain 2 years
following audit.




19.22

19.23

19.24

Record Title

Training Records. These records document the municipality’s
provision of in-service training and professional development for its
employees. They do not include materials obtained from outside
sources. Disposition is as follows:

a. Training standards, policies, procedures, and publications.
These records document the municipality’s overall standards,
policies, and procedures in providing specialized training to its
employees. They may include general policy statements or
guidelines, training manuals, or related publications.

Note: Permanent retention applies to the file copy. Duplicates
may be destroyed when no longer needed,

b. Training administrative files. These records document the
process of conducting training for employees. They may include
individual lesson plans, audiovisual presentations or materials,
lists of attendees at workshops or training sessions, sign-in
sheets, unpublished handouts, and appraisals of training com-
pleted by participants.

Reports of Municipal Employees Required to File Statements of
Economic Interest. These records include reports to the Alabama
Ethics Commission, and related transmittal letters, copies of statements,
and correspondence, pertaining to the filing of Statements of Economic
Interest by municipal employees. The reports contain the names of
municipal employees who are required to file Statements of Economic
Interest.

Federal Form 1099. This form is used to report various kinds of
income, other than salary, that must be reported for federal tax purposes.
It may be issued by the municipality to contract workers, or other tem-
porary workers, who provide services but are not on the regular payroll.
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Disposition

PERMANENT

Retain for useful
life.

Retain 4 years

Retain 2 years
following audit.
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20. Administering Internal Operations—Managing Properties, Facilities, and
Resources

No. Record Title Disposition

20.01 Municipal Building Construction and Renovation Files. These files
document the design, construction, repair, and renovation of city halls
and other municipal buildings. Included may be building specifications
and floor plans, plans of proposed work, lists of materials, correspon-
dence, memoranda, reports, blueprints, site plans, elevation details, and
financial records. Disposition is as follows:

a. Plans, specifications, and blueprints of city halls and other
municipal buildings of significant historical interest (e.g.,
municipal archives)

Disposition: PERMANENT. Retain in office for life of buil-
ding; agency may then offer for transfer to a local library,
archives, or historical society under the terms of a local gov-
ernment records deposit agreement.

b. All other records (financial records; plans, specifications, and Retain for life
blueprints for buildings lacking significant historical interest) of building.
c. Records of rented buildings or facilities Retain during

use of building
or facility and
transfer to new
occupant.

Fixed Assets Records. Records below document the municipality’s ownership of assets (such as
land, buildings, and equipment) that are purchased for long-term use and are not likely to be
quickly converted into cash. They may include:

20.02 Annual Inventory Records. These records document all personal Retain 2 years
property, equipment, or capital outlay by the municipality on an annual ~ following audit.
basis.
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20.03

20.04

20.05

20.06

20.07

20.08

Record Title

Appraisals of Real Property Acquired for Municipal Use. These
records document appraisals of private or real property that are per-
formed prior to the municipality acquiring the land for public use (for
example, constructing streets, bridges, public parks, and parking lots or
garages).

Deeds to Municipal Real Property. These are copies of records that
document the municipality’s ownership of real property. Deeds are held
permanently by the county probate office.

Disposition: Retain until property is sold. Verify that the county
probate office holds the original deed prior to destruction.

Vehicle and Equipment Ownership Files. These records document
the ownership and maintenance of all vehicles and other equipment
owned or maintained by the municipality. They may include titles, bills
of sale, and related correspondence.

Vehicle and Equipment Maintenance Files (work orders, repair
records, and related financial records)

Facilities/Buildings Inspection Records. These records document the
routine safety and maintenance inspection of municipal buildings, facili-
ties, and such potentially dangerous items as furnaces, elevators, elec-
tronic doors, etc.

Facilities/buildings maintenance work orders. These records
document routine maintenance activities in municipal buildings or other
facilities.

63

RDA Revision
10/2015

Disposition

Retain 10 years.

Retain 2 years
following the
audit period in
which equip-
ment or vehicle
is removed
from inventory.

Retain 2 years
following audit.

Retain 5 years.

Retain 1 year.



20.09

20.10

20.11

20.12

Record Title

Insurance Policies and Claims

a. Insurance policies. These policies document all insurance poli-
cies carried by the municipality on its equipment or property.

b. Insurance claims involving municipal property. These
records document insurance claims filed by the municipality
after loss of or damage to municipal property or equipment.
Claims do not involve personal accident or injury.

Depreciation Schedules. These records document the expected depre-
ciation, and consequent decline in value, of municipal fixed assets over
time.

Receipts of Responsibility for Property. These records document the
temporary use or possession of municipal property by employees.

Facilities/Buildings Security Records (including staff and visitor
logs). These records document the municipality’s efforts to provide
security to members of the public using its buildings and facilities, as
well as to monitor the admission of staff and visitors to these areas.
They may include visitors’ logs or sign-in sheets, staff swipe card logs,
alarm system logs, recordings of security monitoring or response, and
any other_records documenting security staff’s response to alarms or
emergencies.

a. Security monitoring or response recordings
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Disposition

Retain 10 years
after the end of
the fiscal year
in which the
policy was ter-
minated.

Retain 2 years
after the audit
period in which
the claim was
settled.

Retain 2 years
after the audit
period in which
fixed asset is
removed from
inventory.

Retain until
return of item
to property
manager.



No.

20.12

20.13

20.14

20.15

Record Title

Recorded information that does not become part of a case
file

Recorded information that becomes part of a case file

b. All other records

Motor Pool Use Records. These records document the use of vehicles
in the municipal motor pool by employees.

Parking Records. These records document the use of municipal
parking facilities by employees or visitors. They may include parking
permits, cards, and applications for these items.

Long-Distance Telephone Logs. These records document use of the
municipality’s long-distance telephone systems by employees during
business hours.
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Disposition

Retain 6
months.

Retain until
final disposition
of all cases for
which recording
provides evi-
dence.

Retain 3 years.

Retain 2 years
following audit.

Retain 2 years
following audit.

Retain 2 years
following audit.
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Requirement and Recommendations for Implementing the
Municipal Records Disposition Authority

Requirement

Under the Code of Alabama 1975, Section 41-13-23, “no county, municipal, or other local
government official, shall cause any . . . record to be destroyed or otherwise disposed of without
first obtaining the approval of the local government records commission.” This RDA constitutes
authorization by the Local Government Records Commission to dispose of records as stipulated,
with the condition that the responsible official must submit a Local Government Services Des-
truction Notice to the ADAH Government Records Division to document the destruction. The
ADAH, which serves as the commission’s staff, retains local records destruction documentation
as a permanent record. (For more information, see the ADAH procedural leaflet Records
Destruction Procedures for Alabama Local Governments.)

Recommendations

In addition to authorizing a procedure for legally destroying temporary municipal records, the
Local Government Records Commission urges the municipality to establish a quality record-
keeping program that will meet its legal and public service needs. Such a program should
include the following activities: '

The municipality should designate a records officer who will be responsible for: ensuring the
regular implementation of this RDA, maintaining records in compliance with national and state
standards, and coordinating the destruction of disposable records.

Permanent records in the municipality’s custody should be maintained under proper intellectual
control and in an environment that will ensure their physical order and preservation. In addition
to records appraised as permanent in the RDA, the Local Government Records Commission has
directed that any record created prior to 1900 shall be regarded as permanent.

Destruction of temporary records, as authorized in the RDA, should occur agency-wide on a
regular basis—for example, after the successful completion of an audit, at the end of an admi-
nistration, or at the end of a fiscal year. Despite the RDA’s provisions, no record should be
destroyed that is necessary to comply with requirements of the state Sunset Act, audit require-
ments, or any legal notice or subpoena. When records series are combined, the combined record
should be maintained for the longest retention period applicable to the original series that were
combined.

The municipality should maintain full documentation of any computerized record-keeping

system it employs. It should develop procedures for: (1) backing up all permanent records held

in electronic format; (2) storing a back-up copy off-site; and (3) migrating all permanent records
when the system is upgraded or replaced. If the municipality chooses to maintain a record solely
in electronic format, it should employ an electronic records management system that is capable of
tying retention and disposition instructions to records in the system and of purging temporary
records when their retention period expires. The municipality is committed to funding any system
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upgrades and migration strategies necessary to ensure the record’s preservation and accessibility
for the period legally required.

Microforms of permanent records should conform to quality standards set by the American
National Standards Institute (ANSI) and the Association for Image and Information Management
(AIIM). Under the Code of Alabama 1975, Sections 41-13-40 through -44, microfilm of public
records, “when duly authenticated by the custodian thereof, shall have the same force and effect
at law as the original record. . . .” No microfilmed record may be legally destroyed “until the
microfilm copy has been processed and checked with the original for accuracy.” Government
Services Division staff may examine agency microfilm for compliance prior to destruction of the
original records.

Electronic mail may contain permanent, temporary, or transitory record information. Although
c-mail records can be printed out, filed, and retained according to the RDA’s requirements, the
municipality should preferably employ an electronic records management system capable of
sorting e-mail into folders and archiving messages having long-term value.

The municipality should notify the ADAH Government Services Division if a new records
officer is appointed or if other significant changes occur in records storage conditions or records
management procedures. It may also contact the division to request revision of this RDA.
Normally, RDA revisions will be submitted to the Local Government Records Commission every
two years.  ADAH Government Services Division staff will notify the county commission of any
records commission-approved changes in record-keeping requirements that apply to county
commissions on a statewide basis.

Staff of the Local Government Records Commission may examine the condition of permanent
records in the municipality’s custody and inspect records destruction documentation. Govern-
ment Services Division archivists are available to instruct municipal staff in RDA implemen-
tation or otherwise assist the municipality in implementing its records management program.

The Local Government Records Commission adopted this Records Disposition Authority on
October 21, 2015.

%Mﬁ /b/az//r'

Steve Murray, Chairman Date
Local Government Records Cdmmission

By signing below, the agency acknowledges receipt of the retention periods and requirements
established by the records disposition authority.

Mayor Date

City/Town of

67



